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Helpful Tips for Microsoft (MS) InfoPath® Form

Users

Microsoft InfoPath® is a component of the Microsoft Office® Suite. InfoPath must be
available and enabled on end user systems. Please contact your desktop support team to
provide assistance if you are unable to open the Stage 1 Business Analysis form.

Unlike other file types in MS Office, InfoPath® forms are derived from a source template. In
this case (Stage 1 Business Analysis), all forms are derived from a California Department of
Technology (Department of Technology) template named “S1”, available from a link on the
Department of Technology website.

O

From the Forms page, click “Stage 1 Business Analysis (InfoPath)”. Keep the
existing “S1” template name and save it in a location accessible to all that will be
using the file, e.g. a common network drive. Please do not create an alternative
template with a different name. This may cause subsequent reviewers and
approvers to not be able to view the form.

It is advisable that users create and use a shortcut to the template. This ensures
that only a blank Filler Form is opened each time it is accessed.

All users of the form, whether an author, reviewer, approver, or someone sending
completed forms to the Department of Technology, need to have opened the
template file at least once. Access to the template can be done from our
website, or a copy of the template can be sent along with the files in an email. If
a new recipient receives a group of files, they will need to open the template at
least once before being able to successfully open any of the forms. Choosing
“Save & Send; Send Form & Template” in the menus will accomplish this. (See
the following section) Or, simply include a copy of the template file along with all
the forms attached in an email when sending.

Be aware that “InfoPath Editor Security Notice” commonly appears the first time
the InfoPath® template is accessed. Generally, this will be a one-time notification
due to the source template residing on a Department of Technology site.

File format to use:

O

O

The preferred version is InfoPath® because that is immediately uploaded into the
Department of Technology’s form library.

Excel® also works, but requires additional Department of Technology steps to
import.

Please be aware that the MS Excel version is macro-enabled.

The InfoPath® form is in “.xml” format. Template files are “.xsn” format. Some organizations
have restrictions on xml files. If this is encountered, you may want to talk to your desktop
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support organization. Xml files may be allowed by your organization when bundled in a
zipped file.

The Scorecard section at the end of the form may be expanded or collapsed. However,
these fields are to be completed by the Department of Technology.

Please contact your ITPOC Manager if internal help cannot address an issue with accessing
or using the form(s).
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Saving a Business Analysis

When each form is initiated or completed, save it by —

Save file to a location on your

computer:
1. From the File menu select
Save.

2. Name it with a unique
filename. A recommended
format would be "Org
Code_Shortname".

3. Select Save.

Home Insert

Form Information

E Save As . . .

Location:  C:\Users\ciolinhhong\AppData\Local\Microsoft\Windo
Lj Open
[ Close o

Permissions
Info 2 Anyone can open, copy, and change any part o
- Lo
Restrict

Recent Permission =
New

Save a snapshot
Print When you are finished filling out this form you

records in XPS or PDF format.

Publish as
Save & Send PDF or XPS

(] save As ® — [

@Qvl <« HomeDrive (M) » Testing « [ 44| Search Testing 2|

Organize > New folder E- @
Linh ~ Name -
Oversight
PPM UAT

Procurement

Ne items match your search.

Project Inventtory
Project Lifecycle

SIMM

Testing

Trainings Time Kesping
Vendor_Snapshot_eP SCPRS Data ‘

i Network

—— I
- 4 m b

File name(| 9999_Bertha -

Save as type: INFoPatiForm -
' Hide Folders Toots + ([_save, )
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Sending a single form via email:

From the File menu —
1. Select Save & Send.
2. Click Send Using E-mail.
3. Click Send Form &
Template button.

4. Address email to the
recipient(s) and add the
subject as appropriate. Final
versions, with approvals will be
sent to:
CIOPMOSubmission@state.ca
.gov

(A snapshot of the form will
show in the email body. This
is only an image of the form,
not a working version.)

Sending multiple forms via email:

5. Atfter the four steps above -
Use the Attach File dropdown
to attach multiple XML files.

6. Click Send.

(The initial form and template

are also included in the email,
despite not initially showing as
attachments.)

b Fila Types
¥lo
Recent =

Export
New
print b
Help Import & Link
2 op "

u] Meo
3o

Clipboard Font

Send Using E-mail

Faragraph Editing Send Options|

izdSend Accounts~ - @8 ¥ & v (S [ 0ptions. «

[{70...  (C0PMOSUbmission)
[Ece...
(8 Bec...

Subject: DCR's Business Management System

Introduction:

i Stage 1 Business Analysis

Speling o
PEINY 2 Setect anl o

Editing Send Options

@

19999 Bertha 5.xmi (6 kB); 09999 Bertha 6.0l {s kE)

@ Stage 1 Business Analysis

General Information

Agency or State Entity Name:
select,
| Organization Code:

| Name of Project:

Proposed Start Date:

Department of Technology Project Number:

Submittal Information

Submission Date:
* (|

Contact First Name:

Contact Last Name:
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Create a PDF Form Save and Print Version

Print completed form in PDF format

Print file in PDF format:
From File menu-

1. Select Print.

2. Click Print.

3. Select Adobe PDF on
the dropdown menu
4. Click OK.

@9 ™| 9999 Bertha - Microsoft InfoPath
“ Home Insert
= save
Print
B Save As
= ", Quick Print
@:open B it the document using the default printer and
= Lt settings.
[ Close HE
Info il L Print
f5]s  Selecta piinter, number of copies, and other
Recent = printing #ptions before printing.
New
Print Preview
Print ( ) Preview and make changes to pages before
printing
LN
Save & Send
Help
] Options
Exit
Print [ ? 23_
Printer
Nore: ncaberor -
Status: \imrespril\HQ-Xerox-WC7545 £3 - -
e 0-Xerox-WC7545 £4 Find Printer. ..
i)
Where: = = iE
Comment: |Microsoft ¥PS Document Writer —
. Send To OneNote 2010 a
Print range COQES
@ Al Number of copies: | 1 s

() Page(s)

[ Multiple Views

Preview

From: |1

To: |1 [¥] collate ﬂlﬂl

Settings...

Al | 4]
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5. Name it with a unique
filename. A
recommended format
would be the same "Org
Code_Shortname" used
for the InfoPath®
version.

6. Select Save.

A PDF file will automatically
open
7. Click the Print icon.

Save PDF File As

@@vl Pl Desktop » - | 43 ‘ | Search Desktop 2 |
| -
Organize * New folder B - (2]
PR LR JroTTCaT "
Rauant=s F Lessons Learned - Shorteut
5 CA-MMIS | } Shortcut
& Downloads lE ll4ke
Bl Desktop < Org_Codes_by_Structure
%= Recent Places E L Adobe Acrobat Document
- J 232kB
- . i Pix - Shortcut
7 Libraries I| Shorteut
@ Documents 1l 757 bytes i
‘J) = i Special Project Assessments
[ Pictures | | Shortcut
B Videos Ib 850 bytes
B

18 Computer
B ncirs

Stagel project - Shortcut

Shortcut L
-~ 897 bytes -

File name: @

Save as type: | PDF files (*.PDF)

= Hide Folders

jow_Help

E}%_

[Bee- PR e@PE 2cPREEE |

D) | EO O @ [

=]

a btaga 1 Business Analysis
General Information

Ay e e e
S,

[Ermp——

Hame of e

Propusadstan owe:
O part o Tachew gy Evojecs Bmber

Submittal Information

Caruna w1 e st s

Business Sponsor and Key Stakeholders.

T e o e
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8. Validate Printer
9. Click Print.

Print

Prnter: (Emesprl\HQ-Xeror-WCT45 22 =T Properties | | Advanced | Help @

Copies: |1 =
Pages to Print
@Al

Current page

© Pages [1-2

> More Options

[C]Printin grayscale (black and white)

Comments & Forms

Document and Markups -

Document: 8.5x11.0in

Page Sizing & Handling (&) 85x11 Inches
[ [ size ” (35 poster H [E] muttipte H [5] Bookiet ]
|8 Ere
Fit L —
Actual size

Shrink oversized pages

@ Custom Seale:  [100 %
[ Choose paper source by PDF page size

Print on both sides of paper

@ Flip on long edge  ©) Flip on short edge
Orientation:
@ Auto portrait/landscape

Portrait

Landscape

Page Setup.

Pagel of 2

T (o)
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